Multiple Invoicing

The multiple invoice functionality allows the subgrantee to draw down on a line item to submit an invoice for a
partial amount. This feature is automatically allowed under certain Authorized Equipment List (AEL) categories
and may be requested for those that are not by contacting the SAA. This is the SAAs preferred method for
processing items on the expenditure list. This slick sheet serves to provide instruction on how to complete this

process.

Step 1 | From the Subgrantee Expenditure List screen, click the Needs Invoice hyperlink for the appropriate
item.

SUBGRANTEE EXPENDITURE LIST [ Excel] [PDF] [Fal Report] [Progress Report]
Keywords: [ |[(Csearch ]
TRAINING 2006 SHSP Progress Report
Region: District of Columbia Grant Amount: §132,500.00
Subgrantee: TRAINING Fairfax County Police Department
- Q Uncammitad - 4101,590.00
Project: | Develop / enhance homeland security / emergency management organizat % O Review - $0.00
ace - s0.00
Item Status: - Filter by Item Status - v

o
Group by Projact Show Cancslled Iterms I Crange Raquested - 40.00
Grant Number: 6SHSP116
Grant Application: Approved [ wiew grant application |

TRAINING FAIRFAX COUNTY POLICE DEPARTMENT EXPENDITURE LIST [ request new enpenditure |

Local Invoice  SAA Invoice

AEL Category Enpenditure Status  Qty  Unit Cost

Project: Develop / enhance homeland security / emergency management organization and structure [ details ]

(04.01.01,01) System, Automatic Vehicle Garmin - SW 12345 - GPS On-Order 1 $11,000.00 $11,000. leeds Invoice Inveice [ 2dit]
Locating (AYL)
(04.01.02,01) System, Geospatial Information  Garmin - SW 12345 - Geospatial Information System (GIS) Invoiced 1 $20,000.00 $20,000.00  05/21/2010  05/21/2010 [ edit]

(GIs)

Step 2 | On the Invoice Item screen under the Actions section, select the Process Multiple Invoices option
then click the Save & Continue button.

INVOICE ITEM

Subgrantee: TRAIMIMNG Fairfax County Police Department

Grant Number: 6SHSP116

POE: POE12116-110315110425

Yendor: GPS store

Project: Develop / enhance haomeland security / emergency managerment arganization and structure

| lExpenditure _ Joategoy | g |  uUnitost | Total |
Garl_'nin = SW 12345 - GPS {04.01.01.01) System, | 1 | | $11,DDU.DU| | $11,000.00 |
Multiple Invoice Allowed Autormatic Yehicle Locating

(avL)

Attached Documents:
ﬂ Electronic Copy of POE

ACTIONS

The multiple invoice process will create a new itemn for the invoice you currently have and leave the balance of this item in
MNeeds Invoice state for future invoicing.

Completing the itern will treat the itern as if multiple invoices are not allowed.

Would you like to process this item using multiple invoices?

@Process Multiple Invoices @] Complete item with a single invoice

[ Save & Continue == ] Save and process as selected above,

[ Cancel ] Zancel any changes.
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Step 3 | On the Multiple Invoice - Step One screen, update the Unit Cost to reflect the total amount of the
invoice being processed. Next, enter a Reason for Multiple Invoice; if this invoice is for services, provide the
date range covered and the invoice number. If the invoice is for goods, provide the invoice number. Click the
Save & Continue button in the Actions section.

MULTIPLE INYOIGE - STEP ONE

Subgrantee: TRAIMING Fairfax County Police Department

Grant Number: 63HEP116

POE: POE1Z2116-110315110425

Yendor: GPS store

Project: Develop / enhance homeland security / ermergency management organization and structure
INSTRUCTIONS

Enter the armount of the invoice you are currently processing and balance the grant distribution.

Enter the reason for the multiple invoice.

INVOICE ITEM ¥ denotes required

| Ependitwe ________________ ftateeoy | 0w [  UnitCost | Towl ||
Garmin - SW 12345 - GPS (04.01.01.01) System, | 1 | ‘ $11,000.00 | $11,000.00
Multiple Invoice Allowed Autornatic Vehicle Locating .
favL)

Reason for Multiple Invoice *?

ACTIONS

Save & Continue >> | Save the modifications above and continue the processing of the Multiple Invoice,

Step 4 | A pop-up prompt will confirm that you want to continue with splitting the original invoice. Click OK.

Microsoft Internet Explorer

\:;:/ Continuing this process will split the original item into bwo items to allow the processing of Multiple Invoices,

[ QK H Cancel ]

Step 5 | On the Multiple Invoice - Final Step screen, attach the appropriate Invoice and Proof of Payment
(POP) documents.

MULTIPLE INYOIGE - FINAL STEP

Subgrantee: TRAINING Fairfax County Police Department
Grant Number: 65H5P116
POE: POE12116-110315110425

Invoice Number:
Invoice Date:
Yendor: GPS store

Project: Develop / enhance homeland security / emergency management organization and structure

ATTACH INVOICE DOCUMENTS
An electronic version of the Invoice is required.

Check the checkbox indicating a copy of the invoice will be faxed to SAA

Attach an electronic copy of the invoice

An electronic version of the Proof of Payment is required.

0
O Check the checkbox indicating a copy of the proof of payment will be faxed to Saa

Attach an electronic copy of the proof of payment

MULTIPLE INYOICE REASON
Partial invoice #392084
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Step 6 | After the documentation has been uploaded, the Invoice screen will appear, enter the Invoice
Number and Date in the required fields. Verify that the Invoice Total matches the invoice being submitted
and that any additional documentation in uploaded. Click the Reimbursement button in the Actions section
to place it in the reimbursement queue.

INVOICE » denotes required
Subgrantee: TRAINING Fairfax County Police Department

Grant Number: 65HSP116

POE: POE12116-110315110425

Invoice Number: 3 | |

Invoice Date: »

vendor: GPS store

Project: Develop / enhance homeland security / emergency management organization and structure

INSTRUCTIONS

1, Delete all items that do net belang with the invaice you are submitting, This step must be completed first,
2, Adjust the cost of any item that requires cost adjustment,
3. Add any shipping and Handling or Taxes and Fees.

INVOICE ITEMS

| lependiture ety ______________________| o [ Uutcost | Tt [ |

Garmin - SW 12345 - GPS (04.01.01.01) System, Automatic Vehicle Locating | 1 | | s1,000.00 | [ 100000 | [eedals]
tAVL) -
shipping/fHandling: | s0.00 ) | $0.00 |
Taxes/Fees: | $0.00 | | $0.00 |

Invoice Total: $1,000.00

INVOICE NOTES
Attached Documents

‘ Attach Document ‘Attach documents to this Invaice ‘

HE Electronic Copy of Invoice [ remove |
B Electronic Copy of Proof of Payment [ remove |

Invoice Notes:

ACTIONS

Reimbursement Save Invoice changes and place in queue for reimbursement,

Step 7 | A pop-up prompt will confirm that you want to save the invoice and place it in the reimbursement
queue. Click OK.

Microsoft Internet Explorer

.\__?() Save this invoice and place in reimbursement queue?

[ Ok, ] [ Cancel

Step 8 | On the Reimbursement page, the items in the queue will be listed under the Reimbursement Items
section. Here, you may click the More Invoices button to process additional invoices or the Submit button to
send the items currently listed to the SAA for review and approval.
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REIMBURSEMENT - TRAINING 2006 SHSP - RRD4255

ubgrantee Re ance Address Contact Information
Organization: TRAINING Fairfax County Police Name: Yermecia Alsop
Department Agency: HSEMA
Street: CityfStatefZip: , DC
City fStatef2ip: ,DC Phone:
Federal ID#: Fan:
E-mail: vermecia.alsop@dc.gov
Fax:
Grant Number: 65HEP116
Sub-Grant Num: 63H3F116-01
GRANT STATUS
20249 Develop / enhance homeland security / emergency management organization and structure $132,500.00  $0.00 $10,000.00 $21,000.00 40,00 §31,000.00  $101,500,00

REIMBURSEMENT ITEMS

12023 Bui 302084 Garmin - SW 12345 - GPS $1,000.00 $1,000,00 [ print]

2 2029 Bui  B7G7ETSTETETET Garmin - SW 12345 - Geospatial Information System (GIS) $20,000.00 $20,000.00 [ print]
Total Requested:|  $21,000.00 $21,00000 |

ACTIONS
Submit all checked iterns on this reimbursement ta the SAA for review,  Httached Documents
Return to your expsnditure list to enter mors invoices for this L)l Gopp i [Eemetel]
reimbursernent, @ Electronic Copy of Invaice [ remowve ]
) Electronic Gopy of Proof of Payment [ remove |
. BT Electronic Gopy of Invaice [ remove ]
Return to the Reimbursement Manaaer, =t

Electronic Copy of Proaf of Paymant [ remoue ]

Attach Document | atrach documents to this reimbursement request,

This request will display in the SAA’s queue for approval. The subgrantee can be notified via email if the request
is denied. If approved, the request will move through the SAA’s approval process.
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